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Numeric citations: quick crib sheet

Standard citation
[bookmark: _GoBack]You should apply the following for all citations unless specific source is listed as an example in this document from page 2 onwards.

Every citation should be labelled within your text by using a number in brackets (1).
You should insert the citation number directly after a source is referred to in your text, even if this is in the middle of your sentence. It is acceptable to place a citation number at the end of a paragraph, if the entire paragraph is referring to the same source.

Examples:
Aitchison (1) suggests that language change is inevitable, but not a bad thing.

One leading expert suggests that language change is inevitable, but is not a bad thing (1).

The first item you cite is allocated number 1, the second item is allocated number 2, and so on throughout your piece of work.

Once a source has been allocated a number, this number is used again if you refer to the same source at a later point in your work.

If you use the name of the author(s) of a souce within the text and there are three or more authors for the source, then the name of the first author shoule be given, followed by the phrase "et al.".

Example:
Southgate et al. (1) emphasised that references should be presented in a consistent manner.

[bookmark: _Ref197081138]Page numbers
You should include page numbers if you quote directly from the text, paraphrase specific ideas or explanations, or use an image, diagram, table, etc. from a source.

Example:
"It was emphasised that citations in a text should be consistent" (1, p.24).

When referencing a single page, you should use p. For a range of pages, use pp.

Example:
p.7 or pp.20-29.

If the page numbers are in Roman numerals, do not include p. before them.

Example:
(5, iv)
If there are no page numbers, include chapter, section and paragraph number, if available, following the format given in the example below:

Example:
(1, Chapter 2, Section 1, para. 8)

Sometimes there may only be limited information available, such as the chapter number. If that is the case, just include the information that is available to you:

Example:
(1, Chapter 2) 

If none of this information is available, use (no pagination):

Example:
(1, no pagination)
Image, figure, table or diagram
You should provide an in-text citation for any photographs, images, tables, diagrams, graphs, figures or illustrations that you reproduce in your work. The citation would normally be given after the title of the figure, table, diagram, etc.

Example:
Figure 1, A four pointed star (1, p.54).

A reference within the text to a table, graph, diagram, etc. taken from a source should include the citation number and page number to enable the reader to identify the data.

Example:
the data from the study confirmed that this was the case (1, p.33)

If the source of the data is not the author's own, but obtained from another source, it becomes a secondary reference and needs to be cited as such.

Example:
Matthews (1, p.33) cites data from the United Nations 

If you use a table/graph, etc. from a source and then adapt it to use in your own assignment, you must make that clear in your reference. 

We would suggest something along the lines of:
Figure 1, Title, based on Smith (1, p.22).

Poem
You should refer to the name of the poem and the poet in the main body of your work, and include a numbered citation (with page numbers) to the anthology in which it appears.

Example:
Geoffrey Hill's The Guardians (2, p.1832) was well received by critics in 1959.

See also Page numbers.

Religious text
Make clear in the main body of the work which particular religious text you are referring to. When referring to a specific passage, include the following details in your citation:
(Citation number, Name of the Book Sura / Chapter: Verse)

Example:
Cain's offering of crops (3, Genesis 4:3) has been interpreted as...

When citing whole consecutive chapters, combine the first and last chapter numbers with a hyphen: (3, Genesis 4-6) 

When citing consecutive verses in a particular chapter, combine the first and last verse numbers with a hyphen: (3, Genesis 4:3-8) 

If your work focuses on a single chapter in a religious work and you are citing only one verse, use the format (v.3). If referring to multiple consecutive verses, use the format (vv.3-8)

For religious texts, you do not include page numbers in your citations.

Website or webpage
When citing material found on a website, you should cite it like any other source, usually the citation number in brackets. 

Do not include the URL of the website in your citation.

If you are citing specific information from a website that does not have page numbers, you do not need to include anything to indicate this in the in-text citation. 
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